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0145 BOARD MEMBER RESIGNATION AND REMOVAL

The membership of a Board of Education member shall terminate immediately upon:

1.

The cessation of the member’s bona fide residency in the school district the member
represents (N.J.S.A. 18A:12-2.2); or

The member’s election or appointment to the office of mayor or member of the governing
body of City of Trenton (N.J.S.A. 18A:12-2.2); or

The member’s disqualification from voting pursuant to N.J.S.A. 19:4-1 (N.J.S.A. 18A:12-
2.2); or

The member falsely affirms or declares that he/she is not disqualified as a voter pursuant
to N.J.S.A. 19:4-1 or that he/she is not disqualified from membership on the Board due to
conviction of a crime or offense listed in N.J.S.A. 18A:12-1; or

The removal of the member by the Commissioner of Education; or

Recall of a Board member pursuant to N.J.S.A. 19:27A-1 et seq.

A member who fails to attend three consecutive meetings of the Board without good cause may be
removed from office on the affirmative votes by majority of the remaining Board members, provided that:

1.

2.

The member’s removal was proposed at the immediately previous Board meeting; and

Notice of the proposed removal was given to the affected member at least forty-eight hours
in advance of the meeting at which the vote will be taken.

N.J.S.A. 18A:12-2; 18A:12-2.2; 18A:12-3; 18A:12-29
N.J.S.A. 19:27A-1 et seq.
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8210 SCHOOL YEAR

The Board of Education recognizes that the preparation of a school calendar is essential to orderly
educational planning and to the efficient operation of the school district.

The Board shall annually approve the days when the schools will be in session for instructional purposes.
The school calendar will provide no fewer than one hundred eighty days of instruction in accordance with
N.J.S.A. 18A:7F-9. Days on which school is closed for holidays, teachers’ institutes, and inclement
weather shall not be considered as days in session.

A half-day class or shortened school day shall be considered the equivalent of a full day only if school is
in session for four or more hours, exclusive of recess periods or lunch periods.

A school day shall consist of not less than four hours, except that one continuous session of two and one-
half hours may be considered a full day for Kindergarten in accordance with N.J.A.C. 6A:32-8.3(b).

An approved Kindergarten shall meet the requirements set forth in N.J.A.C. 6A:32-8.3(c).

The Commissioner of Education shall annually prescribe a list of religious holidays on which it shall be
mandatory to excuse students for religious observance upon the written request signed by the parent or
person standing in loco parentis. Staff members shall avoid, whenever possible, scheduling a test on a
religious holiday commonly observed by residents of the district.

The Superintendent shall annually prepare and submit to the Board a school calendar for the next school
year no later than May 1. The Board reserves the right to alter the school calendar when: such alteration
is feasible and serves the best interests of the students of this district; the number of school closings during
the school year extend the school year past a reasonable closing date in June; there is an extended school
closing during the school year due to an unforeseen circumstance; and/or due to any reason deemed in the
best interest of students.

N.J.S.A. 18A:25-3; 18A:36-2; 18A:36-16
N.J.S.A. 18A:54-25 [vocational districts]
N.J.A.C. 6A:32-8.3

Adopted:
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8220 SCHOOL DAY

The Board of Education shall annually approve the time that school(s) will be in session, including the
starting and ending time of a shortened day. A school day shall be in accordance with N.J.A.C. 6A:32-
8.3.

The schools of the district will be in session for students on those days and times recommended by the
Superintendent and annually approved by the Board.

The Superintendent may close school, delay the opening of school, or dismiss school early when such
alteration in the regular session is required for the protection of the health and safety of students and staff
members or other good cause. A shortened school day, whether it is planned or emergent (as in the case
of inclement weather), must meet certain requirements in order to count toward the one hundred eighty
day requirement of N.J.S.A. 18A:7F-9.

The Superintendent shall inform the Board President of any such alteration as soon as possible and shall
prepare rules for the proper and timely notification of concerned persons in the event of any delayed
opening or emergency school closing.

N.J.A.C. 6A:32-8.3

Adopted:
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8320 PERSONNEL RECORDS

The Board of Education believes that the orderly operation of the school district requires the retention of
all records bearing upon an employee’s qualifications for employment and employment history.

The Board requires that sufficient records be compiled and maintained to demonstrate an employee’s
qualifications for the position assigned; compliance with Federal, State, and local benefit programs;
conformity to district rules; the proper conduct of evaluations; and the employee’s entitlement, as
appropriate, to tenure and seniority.

The Superintendent shall be responsible for the custody and maintenance of personnel records. A single,
central file of documents shall be maintained; temporary, subsidiary records will be permitted for ease in
data gathering only. An employee’s personnel file shall be maintained for six years following his/her
termination of district service, provided the employment history record card is maintained a minimum of
eighty years.

A Board of Education and private agencies that provide educational services by means of public funds
shall make employee records and information available for public access pursuant to N.J.S.A. 47:1A-10,
the Open Public Records Act, but in accordance with N.J.S.A. 18A:6-120(d) and 121(d), and as provided
in Policy and Regulation 8320 - Section G.

Personnel records may be inspected by school administrators to the extent that such inspection is required
in the performance of the inspector’s duties.

Board members may have access to confidential information in the personnel files of only those employees
recommended for or subjected to an employment action requiring a vote of the Board or where access to
the information is essential for the performance of the Board member’s duties. Board member access to
personnel files is limited to the relevant portion of the file and is available only through the Superintendent.

An employee may inspect his/her personnel file provided that the employee requests such access in
writing, reviews the record in the presence of the administrator designated to maintain the file, makes no
alteration or addition to the file nor removes any material from it, and signs a log attached to the file
indicating the date on which it was inspected.

An employee may appeal to the Superintendent the inclusion or exclusion of records or for appropriate
administrative review of the accuracy of any record in his/her personnel file.

The Superintendent or his designee shall prepare rules enumerating the records to be maintained for each
employee of this district, including, as a minimum and as appropriate to the position, the completed
application form, employment contract(s), a copy of the employee’s qualifying certification, transcripts,



report of an employment physical examination, oath of allegiance, criminal background check, income
tax forms, retirement registration, hospitalization forms, annuity forms, rate of compensation, attendance
record, assignments to positions, completed evaluations, reports of disciplinary incidents, records of
special awards or distinctions, and reports of annual or special physical and mental examinations.

N.J.S.A. 18A:18A-14.2; 18A:40-19; 18A:66-32
N.J.S.A. 47:1A-1 et seq.
N.J.A.C. 6A:32-4.3

Adopted:
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8330 STUDENT RECORDS

The Board of Education believes that information about individual students must be compiled and
maintained in the interest of the student’s educational welfare and advancement. The Board will strive to
balance the student’s right to privacy against the district’s need to collect, retain, and use information
about individual students and groups of students. The Board authorizes the establishment and maintenance
of student files that include only those records mandated by law, rules of the State Board of Education,
authorized administrative directive, and those records permitted by this Board.

The Superintendent or designee shall prepare, present to the Board for approval, and distribute regulations
that implement this Policy and conform to applicable State and Federal law and rules of the State Board
of Education.

General Considerations

The Board of Education shall compile and maintain student records and regulate access, disclosure, or
communication of information contained in educational records in a manner that assures the security of
such records in accordance with the provisions of N.J.A.C. 6A:32-7.1 et seq. Student records shall contain
only such information as is relevant to the education of the student and is objectively based on the personal
observations or knowledge of the certified school personnel who originate(s) the record. The school
district shall provide annual, written notification to parents, adult students, and emancipated minors of
their rights in regard to student records and student participation in educational, occupational, and military
recruitment programs. Copies of the applicable State and Federal laws and local policies shall be made
available upon request. The school district shall make every effort to notify parents and adult students in
their dominant language.

Nothing in this Policy shall be construed to prohibit certified school personnel from disclosing student
records to non-adult students or to appropriate persons in connection with an emergency, if such
knowledge is necessary to protect the health or safety of the student or other persons.

No liability shall be attached to any member, officer, or employee of the Board of Education permitting
access or furnishing student records in accordance with N.J.A.C. 6A:32-7.1 et seq.

Student Information Directory

A student information directory is a publication of the Board of Education that includes information
relating to a student as defined in N.J.A.C. 6A:32-2.1. This information includes: name; grade level; date
and place of birth; dates of school attendance; major field of study; participation in officially recognized
activities; weight and height relating to athletic team membership; degrees; awards; the most recent
educational agency attended by the student; and other similar information. The student information



directory shall be used only by authorized school district personnel and for designated official use by
judicial, law enforcement, and medical personnel and not for general public consumption. In the event
the school district publishes a student information directory, the Superintendent or designee will provide
a parent or adult student a ten-day period to submit to the Superintendent a written statement prohibiting
the school district from including any or all types of information about the student in any student
information directory before allowing access to such directory to educational, occupational, and military
recruiters pursuant to N.J.S.A. 18A:36-19.1 and P.L. 107-110 sec. 9528, Armed Forces Recruiter Access
to Students and Student Recruiting Information of the No Child Left Behind Act of 2001.

School Contact Directory for Official Use

A school contact directory for official use is a compilation by the school district that includes the following
information for each student: name; address; telephone number; date of birth; and school enroliment. The
district shall compile and maintain a school contact directory for official use that is separate and distinct
from the student information directory. The student contact directory may be provided for official use
only to judicial and law enforcement personnel, and to medical personnel currently providing services to
the student in question. To exclude any information from the school contact directory for official use the
parent, adult student, or emancipated minor shall notify the Superintendent or designee in writing.

Mandated and Permitted Student Records

Mandated student records are those records school districts have been directed to compile by State statute,
regulations, or authorized administrative directive in accordance with N.J.A.C. 6A:32-7.3.

Permitted student records are those student records not mandated pursuant to N.J.A.C. 6A:32-7.3, but
authorized by the Board to promote the student’s educational welfare. The Board shall authorize the
permitted records to be collected by adopting Policy and Regulation 8330, which will list such permitted
records.

Maintenance and Security of Student Records

The Superintendent or designee shall be responsible for the security of student records maintained in the
school district. Policy and Regulation 8330 assure that access to such records is limited to authorized
persons.

Records for each individual student may be stored electronically or in paper format. When student records
are stored electronically, proper security and back-up procedures shall be administered.

Student health records, whether stored on paper or electronically, shall be maintained separately from
other student records, until such time as graduation or termination, whereupon the health history and
immunization record shall be removed from the student’s health record and placed in the student’s
mandated record. Records shall be accessible during the hours in which the school program is in operation.

Any district internet website shall not disclose any personally identifiable information about a student
without receiving prior written consent from the student’s parent, in accordance with the provisions of



N.J.S.A. 18A:36-35. Personally identifiable information means student names; student photos; student
addresses; student e-mail addresses; student phone numbers; and locations and times of class trips.

Access to Student Records

Only authorized organizations, agencies, or persons as defined in N.J.A.C. 6A:32-7.5 shall have access to
student records, including student health records. Access to student records shall be provided to persons
authorized such access under N.J.A.C. 6A:32-7.1 et seq. within ten days of a request, but prior to any
review or hearing conducted in accordance with N.J.A.C. 6A.

The district shall control access to, disclosure of, and communication regarding information contained in
student health records to assure access only to people permitted by Federal and State statute and
regulations in accordance with N.J.A.C. 6A:32-7.5.

The district may charge a reasonable fee for reproduction of student records, not to exceed the schedule
of costs set forth in N.J.S.A. 47:1A-5, provided that the cost does not effectively prevent the parents or
adult students from exercising their rights under N.J.A.C. 6A:32-7 or other Federal and State rules and
regulations regarding students with disabilities, including N.J.A.C. 6A:14.

Access to and disclosure of a student’s health record shall meet the requirements of the Family Education
Rights and Privacy Act, 34 C.F.R. Part 99 (FERPA).

Only authorized organizations, agencies, or persons as defined in N.J.A.C. 6A:32-7.5 shall have access to
student records, including student health records.

Nothing in N.J.A.C. 6A:32-7.1 et seq. or in Policy and Regulation 8330 shall be construed to prohibit
school personnel from disclosing information contained in the student health record to students or adults
in connection with an emergency, if such knowledge is necessary to protect the immediate health or safety
of the student or other persons.

In complying with N.J.A.C. 6A:32-7 — Student Records, individuals shall adhere to requirements pursuant
to N.J.S.A. 47:1A-10, the Open Public Records Act (OPRA) and 34 CFR Part 99, the Family Educational
Rights and Privacy Act (FERPA).

Conditions for Access to Student Records

All authorized organizations, agencies, and persons defined in N.J.A.C. 6A:32-7.1 et seq. shall have access
to the records of a student subject to conditions outlined in N.J.A.C. 6A:32-7.6(a).

Rights of Appeal for Parents and Adult Students
Student records are subject to challenge by parents and adult students on the grounds of inaccuracy,

irrelevancy, unauthorized disclosure, inclusion of improper information or denial of access to
organizations, agencies, and persons in accordance with N.J.A.C. 6A:32-7.7(a).



To request a change in the record or to request a stay of disclosure pending final determination of the
challenged procedure, the parent or adult student shall follow the procedures pursuant to N.J.A.C. 6A:32-
7.7(b).

Appeals relating to student records for students with disabilities shall be processed in accordance with the
requirements of N.J.A.C. 6A:32-7.7(b).

Regardless of the outcome of any appeal, a parent or adult student shall be permitted to place in the student
record a statement commenting upon the information in the student record or setting forth any reasons for
disagreement with the decision made in the appeal. Such statements shall be maintained as part of the
student record as long as the contested portion of the record is maintained. If the contested portion of the
record is disclosed to any party, the statement commenting upon the information shall also be disclosed
to that party.

Retention and Disposal of Student Records

A student record is considered to be incomplete and not subject to the provisions of the Destruction of
Public Records Law, N.J.S.A. 47:3-15 et seq., while the student is enrolled in the school district. The
school district shall retain the student health record and the health history and immunization record
according to the School District Records Retention Schedule, as determined by the New Jersey State
Records Committee.

Student records of currently enrolled students, other than that described in N.J.A.C. 6A:32-7.8(e), may be
disposed of after the information is no longer necessary to provide educational services to a student and
in accordance with the provisions of N.J.A.C. 6A:32-7.8(b).

Upon graduation or permanent departure of a student from the school district, the parent or adult student
shall be notified in writing that a copy of the entire student record will be provided to them upon request.
Information in student records, other than that described in N.J.A.C. 6A:32-7.8(e), may be disposed of,
but only in accordance with the Destruction of Public Records Law, N.J.S.A. 47:3-15 et seq. Such
disposition shall be in accordance with the provisions of N.J.A.C. 6A:32-7.8(c)2.

No additions shall be made to the record after graduation or permanent departure without the prior written
consent of the parent or adult student.

In accordance with N.J.A.C. 6A:32-7.8(e), the New Jersey public school district of last enroliment,
graduation, or permanent departure of the student from the school district shall keep for 100 years a
mandated record of a student’s name, date of birth, name of parents, gender, health history and
immunization, standardized assessment results, grades, attendance, classes attended, grade level
completed, year completed, and years of attendance.



N.J.S.A. 18A:36-19; 18A:36-19.1; 18A:40-4; 18A:40-19
N.J.A.C. 6A:32-7.1; 6A:32-7.2; 6A:32-7.3; 6A:32-7.4; 6A:32-7.5;
6A:32-7.6; 6A:32-7.7; 6A:32-7.8

Adopted: 16 May 2011
Revised:
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8350 RECORDS RETENTION

The New Jersey Department of the Treasury - Records Management Services places all public records on
Records Retention Schedules that list the minimum legal and fiscal time periods public records must be
retained by State and local governmental and educational agencies. Records Management Services
determines these retention periods in conformance with State and Federal codes, regulations, and statutes
of limitation. Final approval of the schedules comes from the State Records Committee, which is
comprised of representatives of the Attorney General, State Treasurer, State Auditor, Director of Local
Government Services, and the director of the division.

Part and parcel to a good records management program is the timely destruction of records once their
retention period has expired. This pertains to the destruction of paper records as well as those that are
microfilmed, have been imaged, or are electronic. Unique records disposal request (such as the disposal
of fire damaged records which have not yet outlived their retention period) require specific authorization
from the State Records Committee.

As per the Destruction of Public Records Act of 1953 (P.L. 1953, c. 410), the Board of Education must
receive prior written authorization from Records Management Services to dispose of their public records
regardless of the medium in which the information is maintained. Authorization to dispose public records
shall be submitted electronically by the school district custodian of such records to Records Management
Services. Records must be retained in accordance with the Records Retention Schedules and shall not be
disposed until approval for such disposal is obtained from Records Management Services.

Adopted:
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8420 EMERGENCY AND CRISIS SITUATIONS

The Board of Education recognizes its responsibility to provide for the safety and security in each school
building in the district. The district will develop and implement written plans and procedures to provide
for the protection of health, safety, security, and welfare of the school population; the prevention of,
intervention in, response to and recovery from emergency and crisis situations; the establishment and
maintenance of a climate of civility; and supportive services for staff, students, and their families.

The Superintendent of Schools or designee shall consult with law enforcement agencies, health and social
services provider agencies, emergency management planners, and school and community resources, as
appropriate, in the development of the school district’s plans, procedures, and mechanisms for school
safety and security. The plans, procedures, and mechanisms shall be consistent with the provisions of
N.J.A.C. 6A:16-5.1 and the format and content established by the Domestic Security Preparedness Task
Force, pursuant to N.J.S.A. App. A:9-64 et seq., and the Commissioner of Education and shall be reviewed
annually, and updated as appropriate.

A copy of the school district’s school safety and security plan shall be disseminated to all school district
employees. New employees shall receive a copy of the school district’s safety and security plan, as
appropriate, within sixty days of the effective date of their employment. All employees shall be briefed
in writing, as appropriate, regarding updates and changes to the school safety and security plan.

The school district shall develop and provide an in-service training program for all school district
employees to enable them to recognize and appropriately respond to safety and security concerns,
including emergencies and crisis, consistent with the school district’s plans, procedures, and mechanisms
for school safety and security and the provisions of N.J.A.C. 6A:16-5.1. New employees shall receive
this in-service training, as appropriate, within sixty days of the effective date of their employment. This
in-service training program shall be reviewed annually and updated, as appropriate.

The Board shall ensure individuals employed in the district in a substitute capacity are provided with
information and training on the district’s practices and procedures on school safety and security including
instruction on school security drills, evacuation procedures, and emergency response protocols in the
district and the school building where the individuals are employed in accordance with the provisions of
N.J.S.A. 18A:41-7.

In accordance with N.J.S.A. 18A:41-1, at least one fire drill and one school security drill will be conducted
each month within school hours, including any summer months, which the school is open for instructional
programs. A school security drill means an exercise, other than a fire drill, to practice procedures that
respond to an emergency situation including, but not limited to, a non-fire evacuation, lockdown, bomb
threat, or active shooter situation that is similar in duration to a fire drill. Schools are required to hold a
minimum of two active shooter, non-fire evacuation, bomb threat, and lockdown security drills annually.
Fire alarm systems shall be initiated only during a fire drill evacuation. Responses made necessary by the



unplanned activation of emergency procedures or by any other emergency shall not be substituted for a
required school security drill.

The Principal or designee will provide local law enforcement or other emergency responders, as
appropriate, with a friendly notification at least forty-eight hours prior to holding a school security drill.
Although these outside agencies are not required to observe school security drills, the Principal is
encouraged to invite representatives from local law enforcement and emergency responder agencies to
attend and observe at least four different security drills annually.

Such drills and in-service training programs shall be conducted in accordance with a building security
drill guide and training materials that educate school employees on proper evacuation and lockdown
procedures in a variety of emergency situations on school grounds as provided by the New Jersey Office
of Homeland Security and Preparedness.

The school district will be required to annually submit a security drill statement of assurance to the New
Jersey Department of Education by June 30 of each school year. Each school in the district will be required
to complete a security drill record form as required by the New Jersey Department of Education.

N.J.S.A. 2C:33-3
N.J.S.A. 18A:41-1 et seq.; 18A:41-7
N.J.A.C. 6A:16-5.1; 6A:27-11.2

Adopted:
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8441 CARE OF INJURED AND ILL PERSONS

The Board of Education will provide the prompt and appropriate medical attention for students, staff
members, or visitors who are injured or become ill on school grounds or during a school sponsored event,
activity, or field trip.

Any injury or illness shall be reported immediately to the school nurse or, in the absence of the school
nurse, the Building Principal or designee. Immediate steps may be taken as necessary to remove the
injured or ill person from danger and/or to prevent exacerbation of the injury or illness. Basic first aid
may be administered by district personnel to ensure the safety and comfort of the injured or ill person until
the school nurse or other medical professional arrives on the scene.

The parent of an injured or ill student and, if necessary, the family of an injured or ill staff member or
visitor will be notified promptly of the injury or illness and the ongoing health status of the injured or ill
person. If the school nurse or school physician or, in the absence of both, the Principal or designee
determines the injured or ill person should receive a medical examination from their medical professional,
the parent or family member will be required to remove the injured or ill person from the school or school
event or activity. In the event a serious health emergency occurs on school grounds or during a school
sponsored event, activity, or field trip, emergency medical assistance will be contacted.

In the event it is determined by the school nurse and/or a medical professional that a student shall be
immediately transported to a hospital or other emergency medical facility, a school staff member, if a
parent or their designee is not on the scene, shall accompany the student to a hospital or other emergency
medical facility.

The school nurse(s), in consultation with the school physician, will develop basic emergency first aid
procedures for the emergency treatment of an injury or illness in the event a school staff member may be
in the position to provide emergency first aid until the school nurse or other medical professional arrives
on the scene.

Injuries and disabilities that occur in the course of the athletic program are subject to the provisions of
Policy 2431 and implementing regulations. Student disabilities attributable to substance abuse will be
handled in accordance with Policy 5530. Injuries that occur in the course of school bus transportation will
be handled in accordance with regulations implementing Policy 8630.

N.J.A.C. 6A:16-2.1(a)4

Adopted: 16 May 2011
Revised:



